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CONFIDENTIAL 


12 August 1949 


25X1 A 


A c(rn, »yi e v»vos 


REFERENCE! Administrative Instruction No, 


Under INSP ECTION AND SECURITY , on the three separate lists 

maintained with referenoe to Administrative Instruction 


delete the name of 


and substitute 


therefor the name of 


been authorized to sign administrative requests as outlined 
in Administrative Instruction No.^^H 


25X1 A 


25X1 A 
25X1 A 


25X1 A 


25X1 A 


Acting Deputy Servioes Officer 


CONFIDENTIAL 


Scctfcft iy /v\Cvv*,l 

p'yfe. 
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STATINTL 


restricted 

CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


SUBJECT: Administrative Controls of Requests Resulting in 
Financial Obligations. 


8 March I9I48 


(This rescinds Administrative Instruction 
22 January 194-2.) 



dated 


1 ficqi qtant Directors and Staff Chiefs are authorized to initiate, 

sary for good administrative practices. 

2 The na’ es of persons authorized to sign the following types of 
admini str at ive^eque s t s will be forwarded by Assistant Directors and Staff 
Chiefs to the individuals indicated below. 

a. Chief, Services Branch, A&M 

(1) Requests for transportation of equipment 
and supplies. 

(2) Requests for expendable and non- expendable 
office equipment and supplies, building 
alterations and repairs, and general serv- 
ices. 

(3) Reauests for reproduction and printing 

. (including printing to be done by the Govern- 
ment Printing Office.) 

(Reproduction requisitions for forms and form let- , 

uers, forwarded through the Management Branch fox- 
approval, will continue to bear the signatures of 
Administrative Officers.) 

b. Chief, Personnel Branch, A&M 

(1) Requests for personnel actions. 

istrative actions. 


FOR THE DIRECTOR OF CENTRAL I 


RESTRICTED 



DISTRIBUTION: A 

(5277) 


Executive 
Administration and Management 


STATINTL 


STATINTL 


Approved For Release 2000/08/30 : CIA-RDP81-00728R0001 00030002-9 




Approved For Release 2000/08/30 : CIA-RDP81-00728R0001 00030002-9 


STATINTL 


CENT] 


JU 

Washington, D.C. 


AGENCY 


STATINTL 

V 


AD MINISTRATI 


22 January 1948 



SUBJECT: Administrative Controls of Requests Resulting 
in Financial Obligations ° 




lv Assistant Directors and Staff Chiefs are authnrH*^ + 

firred Z a +i!; lsh v d ^£ les, i. requests for administrative actions per- 1 ' 
forced for then by A&M branches which result in financial obligations 
This authority nay be delegated to such additional individuals^ Z’ be 
necessary for good administrative practices. 7 

, , , 2 “ names of persons authorized to sign the following tvnes of 

Staf? 1 o£eS V tn r +S UeSt , S - W H 1 ^ f ™ ded ^ Assistant Directors Sd 
btaxx Chiefs to the individuals indicated below: 


a. Chief, Services Branch, A&M 

(1) Requests for transportation of personnel, 
equipment and supplies. 


(2) Request^ for expendable and non-expendable 
office equipment and supplies, building alterations 
and repairs, and general services. 


(3) Requests for reproduction and printing 
(including printing to be done by the Government 
Printing Office.) 

(Reproduction requisitions for forms and forn 
letters, forwarded through the Management Branch 
for approval, will continue to bear the signatures 
of Administrative,- Officers*) 

b» Chief, Personnel Branch, A&M 

(l) Requests for personnel actions* 


fho „J* 1116 appropriate A&M official will be promptly notified when 
istrativ^actions^" 11 personnel GUthorized to initiate requests for ad min- 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



Administration and Management 

DISTRIBUTION: A RESTRICTED 


STATINTL 
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STATINTL 


RESTRICTED 

CENTRAL INTELLIGENCE -^EJKJY 
Washington, D;. 'v. " 


r * 


SUBJECT: Administrative Controls of Requests Resulting in 
Financial Obligations, 


8 March 19 U8 


(This rescinds Administrative Instruction! 
22 January 1948*) 1 


I dated 


i \ 


1* Assistant Directors and Staff Chiefs are authorized to initiate, 
within established policies, requests for administrative actions performed 
for them by A&M branches which result in financial obligations. This 
authority may be delegated to such additional individuals as may be neces- 
sary for good administrative practices. 

2, The names of persons authorized to sign the following types of 
administrative requests will be forwarded by Assistant Directors and Staff 
Chiefs to the individuals indicated below: 

a. Chief, Services Branch, A&M 

(1) Requests for transportation of equipment 
and supplies, 

(2) Requests for expendable and non- expendable 
office equipment and supplies, building 
alterations and repairs, and general serv- 
ices; 

(3) Requests for reproduction and printing 
(including printing to be done by the Govern- 
ment Printing Office.) 

(Reproduction requisitions for forms and form let- 
ters, forwarded through the Management Branch for 
approval, will continue to bear the signatures of 
Administrative Officers . ) 

b. Chief, Personnel Branch, A&M 

(1) Requests for personnel actions, 

3. The appropriate A&M official will be promptly notified when 
changes are made in personnel authorized to initiate requests for admin- 
istrative actions, 

FOR THE DIRECTOR OF CENTRAL 


DISTRIBUTION: A 
(5277) 



Executive for 

RESTRICTED ** 1011 and Management 
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STATINTL 


STATINTL 






25X1 A 


25X1.A 
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Chief, Services Branoh, A&M 
Chief, Management Branch, A&M 

22 January”l^8 Bnt Adminl -strative Instruction! 



12 May 


dated 


!2S.> 


proposed 


the next Actnl^n+ r ?5^^ 8 A ?^P n3ec ^ amendment will ho k 
can point out toT^ iva 0ff icers» meeting ?£ 1 f t ,] >e brou 8ht up 
Istrative I'isirMtf! er ° up tha 116311 for consul +?n th i? mannar you 

ZZ&f'jzss jgKS, 

^ be happy tolls ' ^ Jg JJ; I 


25X1 A 


RiSHmgd 


25X1 A 


^Hahrono 
Subj, file / 


/? 
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25X1A 


25X1 A 


25X1 A 


25X1 A 


25X1A 


25X1 A 


Office Memorandum • united states government 

„ , £.4- DATE, 10 **«( 11 ** 


FROM i 


SUBJECT: 




JL. P bL*-' 




’ OJ - - 


AVoUa-aJ-' 


LL U.J- ^ <w ^' s fr w 

-i- T3J^. \j£?SLJ~ ^ 
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CBWTRAL INTELLIGENCE AGJSNC V 
Washington, 1). C« 


25X1 A 



27 April 1048 


25X1 A 


SUBJECTS Administrative Controls of Requests Resulting in 
Financial Obligations 

(This Administrative Ins true ti on amends CIA Administrative 
Instruction dated 22 January 1948.) 


1. Reference is made to Administrative Instruction I 
8 March 1948, Subjects "Administrative Controls of Request! 
Financial Obligations # n 


dated 
.ng in 


25X1 A 


2. In accordance withi oxistant policy all requests fox 1 expendable 
or non- expendable supx>liea and equipment, building alterations, repairs, 
and general services, whether or not said requests result in financial 
obligations, will be initiated by Responsible and Property Officers. 

3* Requests which result in financial obligations will not be approved 
by the authorized individual unloss such requests arc initiated by designated 
Responsible and Property Officers within their jurisdiction. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCES 


25X1 A 



Administration and Management 


DISTRIBUTION; A 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D.C. 


DRAFT 
21 January~1948 


administrative instruction 


date 2 X 




SUBJECT : »f Rcucctc Resulting ln 

1. Assistant Director. „d staff Chief, .uthont^olS^'^'S 
requests^for administrative aations performed tha. by M» branch., 

result ^obligations. Thi, authority be delegated to such additional 
Individuals as may be necessary for good administrative practices 

—• of persons authorized to sijn’ ^5^™ "j 

types of administrative requests/ : ; ■■>■■■ -■ • ' / .... ... 

^ ... — - 

Cl/ R ® quests for transportation 
of personnel, equipment .and 
supplies . 


( V 


* Chief, 'Traropui-'lL'Ijiun Disown 
Services Branch . 9 







Requests for expendable and 
non*- exp end able office equip- 
ment and supplies, building 
alterations and repairs, and 
general services. 

Requests for reproduction and 
printing (including printing 
to be done by the Government 
Printing Office.) 

( ^°? U L tion requisitions for forms and 
form letters, forwarded through the 
Management Branch for approval, will 
continue to bear the signatures of 
^ Administrative Officers.) 

Requests 'for^personnel a^ionir? Chief , Personnel Branch^ 
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- 2 - 

3. The appropriate S fa l o g i n be promptly notified when changes 

are made in personnel authorized to initiate requests for administrative 
actions. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



Executive .for 

Administration and Management 


25X1 A 
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25X1 A 



* TRANSMITTAL oLlP '“* 

24 November 1947 
DATE 

TO: EXECUTIVE FOR A & M 

THRU: ACTING CHIEF. MANAGEMENT BR. 

BUILDING 



ROOM NO. 

712 S 


REMARKS: 

p 1 ® attached proposed Administrative 
instruction was prepared at your request at 
the Administrative Officers 1 tneeting in th 9 
month of October. It is believed that r 
probably this order should include admin- 
istrative authority for requesting personnel 
actions and, also, requests for additional 
funds which are required by the various 
Offices and Branches. However, the attachek 
order adequately covers Services Branch 
requirements . , ,■ 



FR0M ' CHIEF, SERVICES BRANCH? 



BUILDING 

North 

FORM NO. *0-0 

ROOM NO. 

200 

EXTENSION 

^85 


25X1 A 
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; V 


a! 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


DRAFT 


/f 


ADMINISTRATIVE INST RUCTIO N November 1947’ 

25X1 A NUMBER 

SUBJECT* Administrative Control of Expenditures 

1. Assistant Directors are hereby authorized to initiate requests 
for administrative action to the several administrative activities of A & M» 

2. Assistant Directors are also authorized to redelegate such 
administrative authority as they deem necessary and* in keeping with good 
administrative practices in the activities under their jurisdiction* 

3. Therefore, memorandums should be forwarded to the Chiefs of 
Branches as indicated below, listing the names and titles of persons 
authorized to sign such administrative requests: 


rd 


74 


Requests for transportation of 
personnel and supplies and 
equipment 

Requisitions for expendable and 
non-expendable office supplies 
and equipment, building' 
alterations and repairs, -and 
general services 


Requisitions for reproduction 
and printing (including print- 
ing to be done by Government 
Printing Office) 


Chief, Transportation Division 
Services Branch 


Chief, Supply Division 
Services Branch 


Chief, Reproduction Division 
Services Branch 


. / lu. 


4* Requests for administrative actions whioh-a-re signed by -other ^ 
-than- those individuals authorized by Assistant Directors -wil-l-not be_honored> 
by aotivities of the Services Branoh. 


>* N 


Yf* 'l^iFOR THE D IRE CTOR OF CENTRAL INTELLIGENCES 

* ■ ... .V* 

'X 

X 


v jC . pk X 
V V v \ 


K f 

\v 


1-ATTACHMENTS s None 
DISTRIBUTION: A 


i ^ 4 V 


f 



Executive for 

Administration and Management 


.r,o 

1 1 t* 





25X1 A 


25X1 A 


$■ Jsd* .< X _ 

/ - / / - 7-1 — p- , v rf- - 

spUtf. Ue>t< M-PPfA'-ib- f 
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STANDARD FORM NO. 04 ~ 7 J / 3 

Office Memorandum • united states government 

Chief, Management Branch DATE: 23 December 1947 

Assistant Chief, Budget and Finance Branch 

Authorities for Issuance of Documents Resulting in Obligations 


TO 

FROM : 
SUBJECT: 


In response to your telephone inquiry of this date, there is attaohed a 
copy of the Fiscal Inspector's report of 24 Ootober 1947 relative to the matter 
of authorising appropriate officials to sign the various types of documents 
which originate in the Administrative and Operating branches and offioes, and 
result in incurring obligations and expend! tures against funds made available 
to this Agency# Among other reasons, this survey was made for the purpose of 
ascertaining that representatives of the Budget and Finance Branch, including 
Certifying Offioers, were being given reasonably adequate protection in the 
acceptance of the various types of obligation documents. 

While the attaohed report was submitted on 24 Ootober 1947, it is believed 
that the infomation set forth therein is sufficiently accurate and current to 
suffice for your immediate purposes. In this regard attention is directed to 
Paragraph 3 relative to Interagency agreements. As indicated to you by the 
undersigned, the greater majority of Interagency agreements whi oh are important 
from either a functional or fund viewpoint receive the approval of the Executive 
for Administration and Management, the Project Review Committee or other 
appropriate Agency official. In only a relatively few minor cases does the 
Budget and Finance Branch have occasion to actually initiate the obligation and 
in such instance their exists adequate authority and approval in the nature of 
established Tables of Organization, approved Projects, eto# 

Should this office be in a position to give you further assistance in this 
matter, please advise# 



Att# 
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25X1 A 


25X1 A 


Chief, Budget und Finance Branch 2b October l$b7 

Fiscal Inspector 


oignuturo Authorities for Documents wliich Originate in tho Branches 
and Result in Obligations 

// 

In accordance vrith your suggestion there are discussed bolow the signature 
authorities for various documents which originate in tho Branches and result in 
obligations. 

1. Requisitions for property and services, whether by Form 36-7 or 
memorandum, require the signature of designated officials. On 1 ;,u"uat 19ji7 
tho Supply Division issued a memorandum to all supply personnel, which was 
supported by a list of Accountable and Responsible Officers authorised to sivn 
requisitions for property. Requisitions received in tho Supply Division are"' 
checked for appropriate signatures before they are processed. Requisitions 
bearing unauthorised signatures are returned to tho issuing office. Tho Branches 
are responsible. for notifying the .Supply Division of any changes In individual s 
authorised to si-n requisitions. In discussing this matter with it 

was learned that this procedure is working satisfactorily and except for minor 
incidents, no difficulties are being encountered. 

fVr,™ tv 2 : r ,- n 1 ^ C0 ™' bl fP ! dt , h ro « ucato for personnel actions, it was learned 
from Hr . uUliJH ael3y that the signature of authorised individ uals i s required 
oeioro tmj arc proc essed. Although ^dndlnls' trail ve Instruction ^BB fcTG 
administrative ^°° a not stipulate who nay ai^n such requests- it j s 

undorstoal that the iHncBes are required to notify the Personnel Branch, in 
writing, oj. the individuals authorised to sign requests for personnel actions. 

3. Letters which originate in the Branches and result in Inter-Agencv 
agreements generally require the signature or concurrence of tho Branch CMef. 

^ especially true in connection with agreements which require participation 
by this Branch or tho Services Branch. v 

It. The signatures on Requests for Travel Orders are being checked 
however, a system whereby only designated individuals may sign has not boon 

nrrf^ 3 ] ied * t J} e signature of the Branch chief or Administrative 

Officer is accepte^evgt though .administrative Instruction (CIG A dmin - 
istrative Order provid es for sig nature of "Office or Branch Chief". 

tMS in f btQr he pointed out that "Office or 

Branch Chief" was not exactly sulted to ORE since they prefer to have all 
requests approved at a focal point. both favored the 

^ t n iR 4 31Vi ? Ufl i l f f utharize ^^^S^^t^^^^iest3 be designated 
in ranting and that only their signatures be accepted. 


25X1 A 


25X1A 


25X1 A 


25X1 A 


25X1 A 
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25X1 A 

Continued 

£>♦ The situation regarding requests for cargo shipments is similar to 
that of travel requests, wherein the signature of the Branch Chief or Admin- 
istrative Officer is accepted. Transportation, 050, favored the 

suggestion of having written designations for officials who my approve requests 
for cargo shipments* 

6. Generally, this Branch does nob establish obligations on the basis 
of documents issued and signed by the various operating; Branches, except perhaps 
in connection with Inter-Agency Agreements* The documents used 'ay this Branch 
to establish obligations usually contain the signature of an authorized individual 
in the Services or personnel Branch. 

7* It is suggested that a system bo established whoreiy written designa- 
tions will bo required for individuals authorised to sign travel requests and 
requests for cargo shipments. The extreme of signature cards should be avoided. 

It should also be pointed out that the Bronchos should issue internal 
instructions, so that documents which require the approval of the Administrative 
Officer or other officials vdll bo routed in such a manner. 


25X1 A 


ism indpebtoi 
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